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MiftOfeANDUM FOR TUii RECORD 
SUWECT: Developmental Coisplwewt 


1. Information management is big business. In the Clandestine 
Service, increasingly intricate integrated records. systems which incorpo- 
rate zuicrophotography, high speed computers of- large capacity , sophisticated 
records storage equipment all in concert with manual systems and procedures 



1SD and in other. CS components. . 

2. The DO/P recently 1 approved the recommend ation that a developmental 
coiiplcwont , comprised of five experienced, v/oil educated and imaginative 
junior officers, bo established and the officers trained to irli future. ^ 
vacancies in information nunagOMont. The officers ^selected will bo trainee 
in all facets of information management and the skills/required for then 

to perform effectively in tuo job. he considered souq thirty candiaatos 
fox* tho five positions, reviewed their personnel files, asked their 
supervisors and others about them and had interviews with ton of tho most 
promising candidates-. We gave considerable weight .to compatible work _ < 
experience which would indicate some interest in continued association vita 
information management and added points for field experience in rccorus worn. 
Wo explained that a career in information management could bo very rewaruing 
if a person likes tho work, but that for a number of reasons information 
management was not highly regarded in tho Agency — the primary reason 
probably being the dearth of well qualified personnel xn the profession. 

3. We expect tho personnel selected for the developmental complement. ^ 
to perform tho analytical work required for tho development, evaluation onu 
improvement of all types of systems and procedures from the most oasic 
manual system to tho very sophisticated system employing aicropnotogr.ap.iy 
and computers . To perform effectively in tho management analysis function 
the employees must- possess analytical ability, a thorough knowledge ci tno 
functions, nrocosses and principles of information wanagewont and^oi tr.o 


methods used to collect, analyse cud evaluate information co.it8n.it 
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processes. Th© characteristics and skills considered important j'-t-.O 

will .vary somewhat depending upon the nature and doaands ^ o£ an assignment. 
Nevertheless , there are certain qualities which an individual aust possess 
to be effective in the work. Our objective, of course, is the well rounded 
and versatile officer. 

4. Those qualities which we consider wsl important in the prospective 
information management officer follow: 

a. The ability to coiaaunicato well both orally and an writing. 

This will include the ability to organise and develop clear and wtui 
written coutaunicatioas and to present and discuss complex matters an 

a lucid and convincing manner. '■ . . ■ 

b. The talent to- soil anti dof end information management. In 
other words, ha must bo forceful, yot understand the need for 
compromise. 

c. lie must bo creative in resolving pxobloias, b© .able to see 
' needed changes and come up with solutions to the problems. 

d. effective in personal relations with officers of all levels 
of responsibility, ho 'must' understand tho roles and rosponsibiiitj.es 
of tho various levels of aanagwaont, inter-relationships , motivations, 
etc. 

o. keon interest in the information management function as ^ 4 

challenging career. An interest ia increasing his kuowleug© ox ootn 
the theoretical .and practical aspects of the proression. 

f. Capacity to comprehend, interrelate and evaluate facts, 
distinguish between causes' and effects, understand iundaaental 
problems and develop solutions logically and . 'systematically. 

«. An appreciation of tho role of information _ management in 
'helping tho Clandestine Service achieve its operational goals. 

h. bo objective in the analysis and evaluation of problems in 
lino with principles and practices rather than on the basis o. 
personal feelings and attitudes. 

r After discussions with a number of officers including, tho Agency 
Records Administration Officer and tho Kti Training Officer 
from available courses, those we # coASiuorw- ^ .i in Syste as 
training program. We are sear cuing for a^suiv* • < 

Analysis. Tho courses scheduled to date include: 
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a. FunUaaofttals of Supervision 
; b • ' Management Grid 

i 1 

;c. . Advanced , Management Planning 
<1, Cii Records X, IX, end XII 

e. Automatic Data Processing (Dept, of Defense Computer Institute) 

£* Source Data Automation (National Archives and Records Service 
(MARS) • ; . . 

g. Information Systems Design (SARD)' _ .'•* 

h. Mechanising Paperwork Systems (MARS) 

i. Writing Workshop , . ' , ' ■ :l 

» ( ( 

j. Reports Familiarisation 

k« Field’ Operations Familiarisation 
,» ' ' 

1« Cl Operations 


a, Records ■ Management at American University,' 
n* Microfilm Sonin ar 


o. 1 Office Information Retrieval (MARS) , 

1 i 

p, Maintenance and Disposition (AAR5) 


q. Forms; Analysis (MARS) 

r. Files Improvement (hARS) 

6, The members o£ the developmental complement will be evaluated on 
tho basis of thoir performance on assigned tasks, training courses and 
discussions. Tfcoy will also bo evaluated to a groat extent against those 
characteristics described ini paragraph 4, above. As far as practicable, 
future assignments will bo based upon demonstrated strengths and weaknesses. 
Tho employees who : demonstrate tho highest degree of. self motivation, 
imagination and initiative will bo assigned to tho most demanding positions 
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whore th®8d assets way bo used to the dullest extent, liio goal of course 
Is well trained officers who can operate effectively atid ofiicioatiy «• ' 
i.o,, got things done. 

i v • • , 

' 7 , jflie following officers were selected for the progr®: 



Distributions 

Gri&. - IS/IM File 
1 - C/IS 
1 - A/D 1 P 
1 - Chron© ■ 


I3/XM 


25X1 A 
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